
 

 

Sample Quality Step Increase (NOA 892) 

Used to increase an employee's basic rate of pay through an additional within-range increase for sustained high quality 

performance. 

 

Do not use for: 

• Most other types of award payments.  

 

Include on the RPA (always complete Part A): 

• Employee name in Part B.  

 

 Use the notepad if you have additional comments about the action. 

 

 

 

 

Double Click on Request for 

Personnel Action 

Double Click on Salary Change 



 

 

 

 

 

                     

Fill Part B – For Preparation of SF 50 

Fill Part A –Requesting Office. 

Double Click on Irreg Performance Pay 

5-A   should autopopulate for this action.  

If not, enter NOA code 892 



 

 

                   

 

 

 

 

 

 

Click on the yellow Notepad icon.  

Click “NEW”  

Add the following information into the notepad: 

 

1) NGB 32 and employee’s most current appraisal from PAA 

were submitted to WIJS-J1-SVC for processing by attaching to 

DCPDS request. 

(*Can be emailed to Services section) 

Supervisor Contact Information:   

 Email Address: 

 Phone Number: 

Click “OK” after 

you have added 

notes.  



 

 

 

 

 

 

 

 

Click on the “SAVE” Icon  

Click on the “YES” Icon  



 

 

 

 

 

 

 

 

Click on “SELECT Groupbox”  

Type applicable groupbox in 

front of the percent sign then 

click find. 

Click “OK” 

 

Just click “ok” again. 

 



 

 

 

Add/edit your “Routing/Comments” in your inbox/groupbox.   

 

Click the “Gold Disc” Save Icon 

You must also submit a completed NGB Form 32 and a current appraisal to the Services section. No action will be 

completed on this ERPA without the NGB Form 32 and the current appraisal. 

**Note** If you have any questions on this Electronic Request call DSN: 724-3712/3705/3709 or COMM: 608-242-

3712/3705/3709.  

 


